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g.'Earliest & Latest
Dates of Series

1870 - Present | DER Accounting Financial and Fiscal Journals

9.Exact Series Title

P()'what is the function of the office in which this record series is created?

The Division of Administration is respon51b1e for pmv1d1 ng administrative suppopt to the
Department. This includes general accountlng services; budget development and management:

general support services: data processing and nmmgement information systems: patlent accounts
sexvices: and personnel services.

Accounting (oo
Budg_et Liaison and Cash Flow - r'e5pon51ble for cash control; works with Federal grantlng

authorities; assures that proper budget data has been entered in the accounting records:
and periodically reviews appropriation runs to locate coding errors.

External Reportis and Balanc:mg respons:.ble for all extemal r'eports for balancing and

- mamtammg cmpu“tef records, and for doing the major portion of the reimbursement
. .computations. -

1 1. This file contains the follow1ng documents (include form numbers and tltles, if any,
and f11e arrangement)
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’_ QUESTIONNAI RE Place on "E" 1a the prope_:‘co'lutn._ If snever 1s "YES," plense !lpl.-t:f___- - - AY:—E NO —‘:!
13. Is this the Record Copy of the series? | h (%] [3
14. Is there a duplication of this series in another office or agency? (x] [ 1
PartiaT<listings in DER Institution when applicable,. ,
15. Is the inf{@imation contained in this series ever summarlzed or published? 171 [x]
Attach copy of summary or publication.
16. Does the seriés contain classified information requlrlng security handllng? ol 1 Ax]
17. Does the series initiate, amend or terminate agency policies and procedures? _;[ 1 Ix]
18. Could the function be performed if the files were lost or destroyed? : ‘[x] [ 1]
19. Is the series (or major portion of it) regularly microfilmed? If yes, why? Y Ix
20. Does the record series provide data as input to an EDP file? 1 [
21. Does the record series eontain documehtation'produced as EDP printout? ' [ 1 [x]
22. Has the Federal Government 1ssued 1nstructions governing the retention/dlspo— Ix1 1

sition of these files?

23. Will there be a need for these records 10, 15 years‘from now? If yes, vhat? . . [ ] [x]

w JEES—

2k. REQUIREMENTS. The following requires the files to be kept 5 years:
_ (Federal-State) _ o
a.[]STATE ©b.[]STATUFE OF c. [}QAUDIT 4. [ JFEDERAL e.[AADMINISTRATIVE  f.[]HISTORICAL
LAW ~ -  LIMITATION - "PERIOD ~  LAW DECTSION -~ VALUE
' (Cite Law, Statutee or ather reason for the Pctention requzrément)
Previous reference experience.’
Federl Requirement - 3 years from date of submission of annual report.

- P

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -]]CALENDAR YEAR -[]FISCAL YEAR -PJOTHER _See attached listing ,then:

Hold in the current files ares - month(s)/ year(s):

“Transfer to { ] State Records Center [ ] Local Holding Area, hold year(s)
Destroy.

Transfer to State Archives for permanent retention.

Destroy immediately after cut-off.

Other: (Specify) |
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(Indicate briefly ratiomale for recommendations above/or write additional remarks):

Qg 124 - OTHER REQUIRED SIGNATURES DATE
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Accounts Payable Reg:.ster Flles

C e e mm e o ——

Documents relating to the maintenance of a
listing identifying accounts payable (money
encumbered but not paid) for services rendered .
by vendors for a specific period (i.e. monthly,’
quarterly).

Included are computer printouts listing date of
listing, vendor and requisition number, name of
vendor, fund, object, division, item numbers
and amount of transaction.

Files are arranged chronclogically by month
thereunder broken down by cbiect, division, fund
code and by vendor.

Te-u1S

General Journal Files

A o e " 18 m———

Documents relating to the maintenance of a
listing identifying adjusting entries made each
month that are not included in the Monthly Cash
Payment Journal and the Monthly Cash Recelpts
Journal Files.

Included are date of transaction, description of
transaction; transaction fund, account and
budget unit numbers, amount of transaction, and
monthly debit and credits,

Files are arranged numberically by fund actlvrty
numbers

76 -G

Monthly Appmpr':.atlon Reglster Files

—— o ——n

Documents related to the Documentation of all
expenditures and receipts incurred by all DHR
budget units in all fund activities. '

Included are computer printouts listing by
object number, division and fund number, date
of allotwment, accruals to date, accruals this
month, cash to date, cash this quarter, cash
this month, accounts payable, unencumbered
balance and balance theets accounts.

Files are arranged chronclogically by month
thereunder files are brecken down into the
following four categories; object expenditures,
revenues, fund expenditures and budget unit
expenditures.

T A,

appro¥al signature

— i o

Cut off at the end of each
fiscal year; hold in the current
files area for 2 years; transfer
to State Records Center, hold for
3 years; then destroy.

Cawnteller 3/26/5¢

Cut-off at the end of each
fiscal year; hold in the current
files area for 2 years; transfer
to State Records Center, hold for
3 years; then destroy.

Cut-off at the end of each
fiscal year; hold in the current
files area for 2 years; transfer
to State Records Center, hold for
3 years; then destroy. :

Cancellep 3726194

date_/:_ /gr,;? 6
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5.

P~ T
Monthly Voucher Re__gister Tiles

Documents relating to the maintenance of
payments and disbursements for services
rendered to DHR.

Included are computer printouts listing
vendor disk address, requisition number,
date of transaction, fund, object and
budget numbers, description and amownt of

payment.,

Files are arranged chrenologically by month,
thereunder divided into four parts;
encumbrance and payment, payment, encumbrance
and adjustments, thereunder by fund activity
code. ‘

70 -4%

Monthly Bank Statement Files

e gy —

Documents relating to the maintenance of
documents pertaining to the reconciliations
of bank statements of sums drawn out or
deposited in the Department of Human Resources
banking accounts.

Included are computer printouts identifying
cleared and outstanding checks, deposit slips,
debit ahd credit memoranda, stop payment
requests and a running balance of funds.

Files are arranged chronologically by month

théreunder in various formats such as check
number order.

- \-%%M — ---;,-_

approval’sighature

Cut—off at the end of each
fiscal year; hold in the current
files area for 2 yeabrs:; then
destroy. .- T

Cancelled 3/126/9¢

Cut-off at the end of each
fiscal year; hold in the current
files area for 2 years: transfer
to State Records Center, hold
for 3 years; then destroy.

Camteltep 3/2.6/9¢

AR E

date
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Menthly Payroll Check Register

Documents relating to the maintenance of
a monthly payroll register to reconcile
bank statements involving cleardnce of
payroll checks.

Included are computer printouts listing

date of check, employee's name, check number,
amount of check and status of clearance and
related information.

Files are arranged chronologically by month,
thereunder numerically by check number,

7¢ -~ 50
Monthly General Ledger Files

Documents relating to the maintenance of a
listing of transactions identifying debit and
credits for each DHR office balance sheet account.

Included are computer printouts listing date of
transaction, description of service; fund account
and transaction numbers, and debits and credit
amounts., Bill Payments and General Journal
entries are line itemized; Payroll, Medicaid,
Public Assistance, Vocational Rehabilitation Case
Services are done in sumary totals.

Files are arranged chronologically by month,
thereunder nuerically by balance sheet account
numbers within fund and activity numbers.

765\

Expenditure Sub Ledger Register Files

Documents relating to the maintenance of a

listing identifying payments and disbursements

of accrued and cash expenditures for salaries

and employee benefits, and all regular operating
expenses such as supplies, equipment, printing,

and other services.

Included but not limited to are date of transaction,
description of payee; object, budget, fund code,
check numbers, and amount of transaction.

Files are arranged chronologically by nbnth,

guarter and year thereunder broken down by budget,
object, budget and object within fund code activity.

s

approval gignature

Cut-off at the end of each
fiscal years; hold in the current
files area for 2 vears; transfer
to State Records Center, hold for
3 years; then destroy.

Canveelled 3/2.6/96

Cut-off at the end of each

fiscal year; hold in the current
files are for 2 years: transfer
to State Records Center; hold for
3 years: then destroy.

Cut-off at the end of each
fiscal year; hold in the current
files area for 2 vears:; transfer
to State Records Center; hold for
3 years; then destroy. -

Canvcelled 3/.6/76
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